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PREFACE 



Education is a prism of methods, activities, services, 
and philosophies which are ever in need of evaluation and 
.revision in lig-ht of the needs of the populations served.^ 
. It is consistent with the principles of .our democracy that 
the educational program offer as equal an opportunity as 
possible to each student.. Effective pll^cement services can 
add an important .dimension to the total school program. It 
is therefore tapped that this placem'ent guide will Serve as 
^ motivating and guiding document^o schools and/or schopl 
systems in formulating and ijjH^raqnting effective placement 



programs and also to * institutions of higher education which 
y train the personnel to^staff such programs. 
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I. RATIONALE . ', ' 

r ■ " ■ • - ' 

The task of educating individuals^ is a fluid process which 
. has as its almost universal goal a confluent experience that 

adequately stimulates and facilitates an individual's potential- 

^ . .. ... ' ■■ . 

ities and preparation*for life. As a part of " educatibn 's life 

preparation process, th^ individual neecis to be able to make . 

decisibns gbout his/her career abilities and possibilities, having 

been afforded both the training in self and Job development as 

well as opportunities to test oneself in real and/or simulated 

job situations. ^ - 

Recently, a United States Office of Educatidn (U.S.a.E^) 
study (1975) indicated that one out of every five American 
adults lacks the knowledge and skills to ca'rry out such 
essential tasks as completing a job application, making change, 
>iand understanding job notices. To further illustrate, a large 
percentage of the "functionally incompetent" group are 
•unemployed adults. 

Teen-agers comprise a^ large portion of the unemployed 
population in this country. Unless school -Systems can provide 
adequate job development and job placeme^ctiv ities foa its 
yoUthfuL population before and after leaving high school, the 
percentage of unemployed will rise sharply. Further, high school 
youths may well enter tl^e adult world as possibly "f unction^y 
Incompetent" or will "function with difficulty" regarding 
everyday life tasks. 



. According to the director^oT^the U^^^.E, Project, NorvelT 
Nor^hcutt, University of Texas, resuffs Nwiggest that even 
though "we as educators do a reasonably goo^l-^^oba in preparing 
students for more education, maybe we don't prepare them for 
everyday life." (1975) .An effective placement program can- be 
a meaningful way to assist students in their transitiO]|^to 
everyday life, and, in this regard, entering career opportunitiej 
^^istent' with their background and interests; 

Why should placement services be focused upor^ high school 
students? According to the National Advisory Council on 
Vocational Bduc&tion (1972), over 750,000 youths^ drop out of 
jiigh school each year while ove^ 850,000 drop oiib- of college 
>each year. The need is well established for programs to assis^ 
ybuthwith decision-making, career possibilities, job-seeking 
and job responsibilities. ^ ^ 

One may inquire as to the feasibility of utilizing already 
established employment programs within the local communities. 
In some settingl these programs are quite adequate, of cours'^ 
but more often than not, thejse programs are already under 
excessive pressures (such a3 adult unemployment and staff and 
budget shortages). Additionally, it is almost an impossibility 
for these/agencids to formulate the needed specialized services 
desirablfe for high school age youths The local educational 
system tftien becpm^s'^e most logical agency or institution to' 



Secondary schools in the past have focused almost ^exclusively 
upon assisting stittden'l^s ' placement in colleges and universities 
with only some limited assistance aimed at further Skills 
training in post-high school technical and/or vocational 
schools. The i^eed for a new emphasis on career placement has 
been clearly documentjed in recent years^?^ Another current 
emphasis in education suggests that education and educational 
institutions must utilize the most efficient procedure^ * 
available to them. This document is an outgrowth of a study 
which sought to identify eff icieht procedures in school 
placement programs. We hope to describe them to you in a 
manner that will insure their usefulness to you and your • 
school system, ^ . 

' . ' - ' '•' 



"counseling and "Guidance : A Call' for Change", 6th Report, 
June 1, 1972, Washington, D, C, : National Advispry Council 
on Vocational Education^ Lawrence Davenport, Chairman, 

"Twenty Percent of Adults Laick Basic Life Skills", Manpower 
and Vocational Educational Weekly , November 5) 1975, p, 5. 



II. OVERVIEW 



A. Definition of Placement Services 

. Placement servjices include: • _ 

(1) providing ample opportunities for developing or enhancing 

% 

employability skills and competencies (see Section IV — 

. •> 

"Proposed^Ac^tivities) ' 

(2) preparing jin^ individual to' make decisions regarding work 
and furth^ education or training 

(3) providing avenues and assistance to^ ^students- seeking 

■ ^- -part-time or f urj-timaZenipIbjrment which a?e compatible 

* . * 

with their abi^L if ies and interests 
Specific activit ies and duties of placement personnel are , 
discussed in detail "further in this publication* 



B. Goals 



(1) provide high school a^e youth with employment services 



and labor market t 



s and';inf onnation" 



r 



(2) Assess* the needs of students regarding part-time and 
full-tim e em pl oyment, traini ng, employability skills, and 

^ further educational desires ^^^ " 

(3) Establish a working relationship witl^ business, industry and 



V 
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labor representatives in order to facilitate effectl 
and communication be.tween these groups and the educative 
component." " 




ation 



? (4) Cobrdinate with all sources available which may offer 
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special training or placement programs so that students 
and school leavers may take advantage of programs which 
-are commensurate with their needs 

» o ■ _ " 

(5) , Conduct annual follow-up , of school leavers (graduates and 

dr^p-outs) and prepare reports regularly to be utilized 
for feedicck and f'evisiojCis of the^lacement program 

(6) Establish an efficient, participatory communication- 
feedback* network among populations involved — students; 
business, industry and labor personnel; community leaders 
parents; media; school personnel 

population Served 

It is suggested that the Placement Program activities 

^- ■ . . 

be afforded to all students- and non-students within the 

community qr scl^ool sistrict age 14 to 20. The realm of 

service should include in-school* students, g^^ates' and 

dfop-outs up to one full year after the student leaves school , 

and fi^ult program enroljees. 



PROCEDURAL STCPS FCR PROGRAM £Kk^Z-^Z::^: 



STEP 1 



STEP 2 



STEP 3^ 



i Conimunicate proposed idea to 
i Superintendent, Adr.inlstratprs, 
I Board of Education 



Establish Steering 
Committee' 



Assess available 
resources 



STEP 4 



V Assess educational and 
business commiinity needs 



STEP 5 


Develop program 
structure 








STEP 6 \ 


Establish Advisory 
Committee 








STEP 7 


Submit written plan 
to Board of Education 










STEP 8 


Halce o^rational . 
decisions 


1 
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STEP 9 ^ - ■ 


'Enact plaii. \ . * ■ " " 





STEP 10 



^J^valuation 
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III. PROCaJ\M ORGANIZATION u 
Program Development Procedures 
1. Communication 

Communication is the single most important key to successful 
planning. The Superintendent, School Board, and Administrators 
should be made aware of the idea from the beginning so that their 
support for the program may be gained. It is suggested that this 
initial contact with these key people contain some rationale for 
She program, and a description of how a placement program mi^t 
operate and what its benefits might be. Whether the^idea^for the 
development of a placement service Is the product of one counselor, 
a counseling staff, a piipil-personnel director, or an administrator, 
this first' step is essential. " . 

• 2. Placement Steering Committee ^ " 

The suggested next step is the establishment of a Placement 
Steerlng;Committee. The purpose of this committee is toWvelop 
the placement program. ' Its establishment is in keeping wl\h the 
' participatory' nature of the placement program^ The committee will , 
cease fuactionlng wheri the placement program begins. Members 
should be drawn from different areas representative of the school 
: system and community to insure a diversity of opinions aSd Input. 
Areas to include in the membership axe school admlnisttation and 
personnel, business, ajid Industry,, and service organizations. 
Duties and responsllDllltles should be designed for more efficient 
operation. / 
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3. . Assesrsjnent of Available Resources - ^ . - 

\ Assessment *o^ avall*able resources 1^ the next step. Tl\e 

fdS.owlng^'questions may be helpful j " ^ 

Is -ther^' any existing plei,pement activity .'in the schools *syst^ » 
«• ^caa;3:ied ori by^ cou^isel^r? Vr co-op tfesCchers? \ ^ , 

>' /, ** , ' i ' ' > y ^ ' ' 

^IW any* t,eachers in thfe' system jtresent 'units to Vheir classies • 
\yti employability skills? ' ' ^ . ' 

Do arfea schools, have ei^isting placement services which could 
be visited to gain information? ' \ - 

• r ' > 
^ What services itti^t the Employment Securities Division provide 

in conjunction with your proppsed progcajn? ^ 

How mi^t local organizations such as the. Lion's Club or Kiwanis , 
be of help? ' 

What suggestions .might the State Department of Instruction 
have to offet?:? • ' 

f ■' ■ 

What community organizations ' mi^t be contacted to help with 
, the placement of handicapped students? 

W^ich businesses or industry- in the community have hlxed 
graduates or part-time student help previously? 

During these initial contacts,-*i5upport for the program as well 

as valuable input may be gained. These resource people-' may later ' 

be closely associated with the prograjn. , ^ ^ 



ft,ssessme 



Needs Assessment 
Another important step ^ program development is needs 
assessment. The purpose of needs assessment is to determine 
the needs of a particular target ^oup. The target group may be • 
students, parents, teachers, local business ajid industry, counselors 
or administrators. Needs eissessment is defined cis a process of 
systema-^icaily gathering information in order to identify . 
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areas or objectives that most need attention, need is, ^"therefore, 
seen as the ^iacrepancy between what is desired and what jgresently 
exists. ' 'The process should be designed so, that the needs 
be put into a priority ranking. ' / ^ \ - ^ 

"A questif)nnalre oi survey may Jpe developed, or personal 
-interviews conducted, in order to . asc^^rtain the needs aJid 'concerns 
of & selected; target group. This preliminary <^actiori help:^ to f 
quantify. -the discrepai^cy between "what is" and "wl^at. ought to be^', 
aJidNS'erves an essential role for the educational decision-makers 
In identifying objectives to be accomplished In a given situation. 
The ultimate 'success ^ the new placement program may. depend 
specif ically on whether or riot needs axe heard and considered, ^ 

5. Program Structure 

^ Structurally, there art two basic types of placement prograjn 
designs. Larger school systems may opt for a central, separate 
facility sind placement stetff. If only one^hool is involved, 
^one of. the counselors may be delegate as responsible for the 
coordination of the prograjn with the counseling staff, teact^ers, 
CO -o;^ programs aind the principal. Again, organization and the 
establishment of procedures is important In order to prevent 
duplicatipn of efforts. 

6. Ad^^ory Committee 

The establishment of aJi Advisoiry Committee is, recommended. 

* ' . r" 

This c'Qjnmittee would nee'^ig^n ^ regular basts to review the placement', 
program. The committee may advise * the employers and the schools*. 
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^ Understanding must be re^hed at^ the oUtset that this cofiimittee's 
^'_^advice is tb be given .h^jipstly, and given seripus consideration 
by those in the plcLCement program. The^ f ollowii^ is a list of ^ 



possible membership represdJita^'ion: 

1. • The Superintendent of Schools'. 

2. A school board member 
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3. A faculty member 
V 

if. Parents 

5. A student in the program / 

A former student now in the labor fop<fS 

7. A loQal union member 

8. Minority group representation 

9. School^ ^F5lncipal / ' 

10 . Local^usinessmen' v 

i 

11. Local, industry, representatiqfJy^ 

12. Trade" or commercial organization member 

13. Local service organization member 
1^^. Specialfebvf^om the Employment Service 

\ 7. Written Plan 

The plsin may be written suid submitted to the local boa^d %1 
education for approval. When approval is obtained, notice shcSuld 
be sent to principals and teaching staff. Principals st^j^d 

acknowledge their support for the prbgram at faculty meetings 

^^^^ * 
and at othef'^ap^opriate times. The public must g,lso be informed 

of the approval of the placement program. 

1^ 




B. ' Operational Planning^ . ^ - ./ . <^ 

.geveral important points- must be considered in planning • 
the* operation 9f the Placement S^ervice, Decisions must be made 
earl^Pr-iBJad stould be flexible enough to accommodate possible or 
^ planned expansion* ^ , ^ - ^ 

1. ' Facility • ' ' 

^Ch^oices^f facilitates 3j|^ne operatipn decision. If the . 
. affice is to be located i^ a' sehooL iJiiilding, it is advisable 
to select, an office spstce near an outside entrance so that those^ 
involved with the Placement Selr^ice do. not have to Walk throu^ 

the school, ^^^^i^^ 

Space within^e off ice (area should be planned for group ' 
guidance as well' as. individual guida||j^ This area mi^t be 
^^^cellent for shoeing films, filmstrips 03;^^es, and there- r 



yTore, must have the capacity to^ be* suff icieirW^ darkened. 

2. Availability of Services 

Availability of services is another key decision. The 

following populations may be considered: 

graduating seniors -'^ 
full-time students 

co-op students ' * ' ' .""^ 

graduates 

drop-outs . 
adult prograjn ^nrollees • 1 ■ 

r \ 

The Placement Office may offer these employioent opportunities i 

■ ■ ■ ^~ ■ A 

full-time ^ \ 

part-time , \ 

• summer ' \^ 

work-study - \ 
co-op work \ 

16 \ • 
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Hours of operation should 'bd^^ ponVenlent for the full-time, ^ 
. in-school student, as well as the working student, employed 
fopmer student, and employers. Hours, then, may not coincide- 
with regular school hours. ' 

3. Budget. ^ ' ■ ' 

^ ' Planning a budget will cLegend entirely on the size of • \. 
the .program ajid the fecope of its services. Theise areas need 
- to be consid|^d^ 

_^___^iial^staff / ^ ' 

lerical staff (work-study or co-op students mi^t help) 
Office equipBl^nt 

Materiads necessary to keep records 
Supplies ^ ^ ' \ ^ 

Publicity 
LocclI travel 

.Career Information System 

A career information system must be designedT^o answ^^^^ 

questions^or students about jobs they- are* interested in 

seeking. This information may -include: 

^ Qualifications for the job ' - 

Working conditions 

Educational level and/or straining skills 

Market trends ^ 
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IV. PROyPOSED'ACTIVIxiES OF PLACEMDJT PROGRAW 



Activities and functions which assess student needs a^d 
strive to fulfill t^o^ nefeds for self development are essential. 
PlV:ement services comprise more than posting Job not^es an<t - 
interdc^^^|th students to detennine which availajble poslTtipn' 
seems* to be K)st desired at the time. It is suge/sted that ^he ^ 
") placement program Established within a school o/ school system 

^ c^ist of services which 'develop and/or enhance individual 

skills, attitudes and knowledge needed fory^ob acquisition and 
retention. Herein the placement program/activities are r 
vl^ed as t\il^-^±aensloiiBli >i^)i^tudJnt^^^^^ 
(2) Job development and (3). maintena;iceroperational. 

A. Student Development Activities 

(1> Assessment of student readiness for employment —What 
skills, attitudes or stereotypes does the student 
1 presently possess? • ' 

(2) Preparation of student for finding and retaining a 
* Job~What skills ^areNneeded to o£%n^ a Job and once 

Obtained, how must one function or needed knowledge to 

* > ' ' ' • ' 

retain the Job? 

(3) Individual arid gr^up career counsel ing-^liow does one 
develop or become competent in decision-making, 



problem-solving and clarification pi personal and 
career values and goals? 
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(4) Einployability skills and competencies — How does one 
proceed in clarifying c^wqsetition for jobs? 
Suggested review: resume writing, Interview 
appearance and preparation, ^personal hygiene,. 




letter of application, interpretation of job 
notices and terminology -qhrou^ Job Hunting Clinics, 
Dnployability skills and conietency-liuilding class, 
and/or Pre-en^jloyment trob'Hunting Materials, 

■ 

(5) Resources for jo^possibilities-Htfhere does one 

begin? Suggest review: yellow, pages, want^^^^^s, ^ 
local Placement Office j Enq>loym^nt Wf ice, 
\ School Counselor, relict ives and friends. 



(6) Post -employment adjustr^nt ; counsel ing-HtfEiat does one do 
^ if one lias problems rel^at^d to the 



if one has problems rel,|p;^^d to the |Pf) or 
^acemeni situation? 
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(7) Eiijployer-eiiqjloyee relatiohsHLi^B--What is involved in^ 
employment interactions? Sugg^ist review.: respect ^or 
-authority or to react/intdyafi _ 
personal and social relationship:^, expressing criticism, 
wofk efficiency, supervision vs., non-supervision, 
economics of market trends and hb\» affects company o^r 
business r ' , ; $ 

■ .-' ■ ■ ' . ■ ■ c • 
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Job Develppment Activities^ 

•a . 

(1) ' Employer lists — Who are the p' 

the general vicinity? 

(2) Receiving and developing job 'dpp^ihrimi ties (4nside 
and ^utside communit^-What possibi^J;4r^s ^ipre 

\ within a particular region or district? 

(3) , Survey enq>loyers for peeds and posiJ:ions available — 

How can the placement program be most helpful to 

<» 

enqiloyers? 




<4) Facilitation oi btisiness and industry c<0^ 

* ^What' are the best methods for Q-QIni^MMPP^^^^M^^ 

or keepiilg in tou^h with enployerVj^a^rpsp 
• employers? . . ^ - "S^^^i-'- 

(5) Screening interview$ — Who are the.'Steemingly best 
qualified applicants :|or eniploy^{t»Consideration 
regarding a specif ic, ^available position? ^ 
(6X,^ Eduq^tional referral? for anoTh^\ level of trainii 
(skills) or educationn-In light of the needs of the 
. student, what other "next steps" are available 
besides immediate employment?^ 

(8) Apprenticeships — What 6n-the-jpb-training opportunities 

* are available or could he developed -for students? 

(9) Supervision of employed students—If work experience 
^ credit is available, how can the student interrelate 

his/her work experience and course Offerings? ^ 
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for students c^uriilg the summer vacation? 



'"^O)- Summer placement program — ^hat about equivalent services 



(11) Job Data Bank Information— ^hat about a system which 
^rovid^^s the job relat^S^ inf ormatibrvj^^adily and V 
easily? ^ . . > 



MaintenaccArOperational Activities tf/ 

' ■ \ ' \ ^ < / ' r ■ 

(1) Gatheting stiftient dq^ta — How are stud^t needs identified? 
^ Who needs part.-time or full-time employment? *What 

student infpmation is neetjied ^oy^^jre^ordkeeping? 

(2) Gato^i^fi^nq)layer data— What is available' and from 
whom? What are the qualifica'^ns needeji and job 
descriptions? . [7 

(3) Recordkeephig— What type^of c^tralized recordke^^g 
system and/or location can .best serve the student 

^ And eII^)loyer need's?^ 

\ • ^ 

(4) Maintenance pla^ whereby eii5)loyers a^^students are 

contacted qf ter . plaQi^men^ coiiq)leted — What is the level , 
of satisfaction of the studeiit -pi/fife ed and the eiiq)loyer? 

(5) On-goi^g reassessment of students and eii5)loyers* heeds ^nd 
marlj^et trends—What can be done-to modify the activities 

a * 

of the placement program to better serve the participating 
populations? 
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^ r»ni-r.r Proiect Resource Mnnual. Triton College, 
SOURCE: Model Placement Center Project « iMvestl^ator 
River Grove, Illinois; Connye M. Barrov^, cniei 
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STAFF DEVELOPMENT 
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A. Selection Criteria or Competencies 

" ■ / 

A successful sfchool -based placement program involves 

" ■ ' , ■■ 

cooperatio^between the total community and the students, 
plir«tiits. and entirfe staftf within the educational setting. 
Although all the various roles are important, the main 
•responsibility for the placement program lies with the 
placement staff. Therefore, careful consideration must be 
given to the personnel selection. 

Some suggeste ompete^ncies that pe;rsonnel should 
either pqssess or develop in the process of conducting the 
placement program are as follows: 




Ability to work with at wide range of individuals 
and groiips 

Energy, initiative, and tact for public relations 
activities 

Demonstrated ability and possessing enthu^asm in 
workine/with students and adults 

Skill fin written and verbal communication 

Resourcefulness in planning and carrying out the 
placement program ^ 

Understanding of personal management and career 
counseling resources and practices 

Ability to work independently with flexibility 
of schedule 



possessing' a workable knowledge of : 
^ education, work, and car^wr development 

working practices of business and industry ^ 
school <;urriculum - ' ^ 

, community resources and agencies ^ ^ 
- employment practices and labor laws « . 
' hiring pat^terns 

jdb deVelopfaent, referral, and follow-upi 

office procedures » I * ^ 

minimum wage laws ^ 

labor union* practices and regulations 

/brganizat'ion and Coordinatioti ,{^^^ 
1. Personnel Structure • ^ ^, ^ 

The staff designed to* carry out placement responsibilities 

*^ - • 

may vary in sizd depending upon the size of the student body. ^ 
A^^ll-time staff that Organizes and executes the placement 
responsibilities on a daily basis is most desirable. Options 
for smaii^chools in which a full-time person is not 
. required may include: a full-time placement person serving 
^several schc^s or a part-time placement person for each school 
Where conditions and resources permit, the following 

r 

personnel are possibilities to be utilized: 

a) Supervisor or Director of Placement 

b) Placement Specialist 
. c) Vocational Director /Coordinator 

d) Occupational Specialist 

e) Work^Study Coordinator 

f ) Testing Center Staff 
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g) Faculty Members 
A \ -representatives "^frora vocational education program 

\" ' -cooperative education instructor ^ 

' h) Personnel to conduct ^Sefvice Training Programs or 
workshops . 

, ' Additional Uterponnel for conducting Follow-up 

studies of^^udents and Bnproymenl; necessary for, 
continuing "E^aluatipn of t^Prograra • 




Whatever the sizie of fhe sta;ff, ^\ nec'egsary to involve 
counselors, teachers, and admifiistratbrs/as" pai^ of the 
'placement effort.^ The program must be as^participatory effort 
by those involved. 

2. Staff Responsibilities 

1 The placement personnel have important duties which 

demand considerable time and -effort . Based on, Imf orraation 
from other programs, herein listed are some basic responsibilities 



of placement personnel. 



Make contacts and establish rappoiSt with business 





. and in^dii^try on an area-wide level in hvAeTji^y^s&^ixx^r^ 
job openings for Students. Act as a liaison between\^ 
the local schobl(s) and business and industry. ^ 
— -Coordinate pre-employment clinics for out-o^ -school 
and in-school youth 

^Provide placement and referral services for youth 

leaving school 
— Coordinate development of opportunities and special 



programs for special students (handicapped, special 
education,, etc. ) « -v 
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-<51ve vocational information and opportunities to ^11 
students (especially to seniors and earW school leavers) 

-Work cooperatively wlth.'^sub ject area^su/ervisors to 
provide input for jcurriculum revision. I Of f er units on 
decision-makin^g skills, value^clarif ical^ion, employ- 
ability skills, and car«^er information and\selection 

-Make a compatible and apjfropriate matching of ^tudent 

interests, aptitudes,, abilities, and job requirements' 

, ■ ■* . > 

-Disseminate ipf ormat ioii and periodic reports on 

'employment trends and development* and on job ' 



"^information and openings to students ahd staffs 
-Maintain files on each! student , business .and industr; 



contacts, and employment records 



-Cooperate with counselors, teachers aricTi^inistrators 

in terms of gathering data on ,each student 1 , 
-Interview all early school' leavers^.!and seniors. 

Identify specific needs and interests, and provide 

appropriate assistance , 
-Communicate with the community and publicize placement ] 

services by speaking to parent groi^ps,^ civic and business 

organizations. Chamber of Commerce, etc. 
-Screen students for proper job placement; set up 

interviews for applicants; make referrals 
-Involve teachers in the placement functions by obtaining 

their direct inpyt and participation 



- ---Facilitate use of ^business-resources such as 
^ speakers, field trips/wdrk study, etc, 

-jJ-^^ssist in development of visiial aids and materials 
to be used by the school, pablic,^ and business 
and industry * 

^Assist in the follow-up of students and 

evaluation of the placement program 

Orientation and T^^ining . . r^/ 

It is recommended tha:^ on-going^Sfeervice programs be conductpd 
for those involved in the ilacetnent effoi*t. Through such program^ 
personnel could develop and updatef placement skflls, exchange 
information on a regular basis, and assess the early factors 
influencing the success of the placement^ efforts. 

Training and technical^ assistance is provided through mini- 
courses, "^These course's can include such aspects, as Job Bank Data 
procedures, an overview of the use of the Dictionary of Occupational. 
Titles, job development techniques, etc. 

To be most successful, the placement personnel should be 
involved in the following: ' 

1. Staff Orientation to: 

»■ 

Purpose and goals of the program 

• Basic procedures within the. school 

^Program structure* and function 



- — School testing program 



Recordkeeping system • vrr): 

Structure, function, and services of. local 

agencies or groups 

Staff Training in: 

— -Office reporting procedure forms 

Standal^zed use of forms 

Use and development of visual aids and 

operation of equipfcent ' \^ 

-r — Job development procedures to follow 

— -Placement policies and contact -procedures such 
as: confidentiality of information, student 
registration, procedures for student interviews, 
and function and operation of cooperative 
programs ^ 

Getting faculty members involved in the total 

placement program 
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VI. COMMUNICATION NEIWpRK J v Jjp 

One cannot emphasiz4 enough the necessity of aaN effective eommuni- 
cation network involving community agencies, business, industry, labor . 
and above all, the school staff. In order to promote and increase the 
effectiveness of the overall placement program for the students and 
others involved, there needs to be meetings with the involved schobl 
persofinel and publicity of. the program. " r 

A. Meetings with Inyolvedf Personnel 

Oriiy in a school where full cooperation and communication \^ 
exists among the personnel will the students and past students 
receive the lull benefits of a placement service. Regular 
meetings inform the personnel as to the forn^t or structure of 
the placement operation and open the lines of communication 
among the various individuals involved in the placement effort. 
The placement staff should meet regularly with the following , 
Individuals: 

^vocational and career education coordinators 

School principal (s), counselors, teachers 

Student groups 

—-Advisory committee ^ * 

o . —-Biiployers 

I ■ ; 
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B. Publicity 

An active publicity program can greatly influence the 
success of the placement services. The placement office 
must maintain a good image and make itself known to the 
•school population and to the community in order to acquire 
the needed support. Several avenues of communication must 
b^ considered: 

^ ' ^News releases via newspapers, newsletters, 

television, radio 
. --^Personal contact with students, teachers, 
parentis, employers 

-» 

^Public appearances before community groups, 

I' 

«« • 

service and professional organizations. 
Parent -Teacher Association, school clubs, 
\ classes 

^Bulletin boards 

Printed materials such as pamphlets, brochures 

reports; coverage in school handbook 
-—Open house 
I)^blic exhibits 

— -Short films, slide presentations, tapes 
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REPORTS AND FORMS ' ; / 

Based upon inf armation from other placement.pragrams studied 
the following reports and foVmsare suggested for use in 
beginning a placement service., 

Student Information/Registration Form 

Job Order Form 

— :j;jiq)loyer Survey Form ^ 

J Job Referral Card, , " 

—-Utilization and Feedback Report 

Weekly Placement/Follp^P Report 

Exit Interview Form 



) r." 



student Inf ormation/lRegistration Form 

Before a student job-seeker is interviewed by the 
placement peirsonnel, he/she niUst complete this form. This 
information becomes very useful in making ad^^^lla^ placement, 
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^TUDENT „REGISTOA BVIPt iOYMENT _ 



ST.UDE.yT JOB PLACEMENT SE RVICE MA U RY HIGH S CHOOL Norfolk, V irginia 




DISMISSAL TIME 



ATTCNOANCE 



GRADES 



fHONE 



HEIGHT 



WEIGHT 



HEALTH DEFECTS 



TV^NG WPM 



SH. HAND WPM 



COE 



OCCUPATION OF MOTHER 



LIVING WriH PARENTS YtS sO 



NOW WORKING tlS NO 



UST SPECIAL SKILLS. INTEREST 



LIST YOUR WORK EXPERICNCE DELOW 
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PICTURE- 



ATTACHED 



WHCRC CMPLOYCD 



i'OSITION 



HOW LONG 



T 



CHECK (V» JOB AREAS IN WHICH YOU HAVE THE MOST INTEREST: 



VO TECH YtS 


NO 




1 


AUTO MECH 


! 1^ 


STOCK WORK 




9 


' HCAfcTH SERVICE • 




13 


CUSTODIAL 
» 


omvER UC. ''CS 


NO 




•2 


OFFICE ' 




OELIVER.Y 





10 


PRINTING 




14 


CHILD CARE 


EXP CASHIER tCS 


NO 




3 


CASHIEIR 


1 1 7 


CONSTR TRADES 




\ 1 


DRAFTING 




15 


OTHER 






4 


SALES CLERK 


i i 6 


GENERAL LABOR 




12 


FOOD SERVICE 




16 


( 





riBST 


M 1 


Act 


Vhadl 


LOCATION 




JOB PRflrCR 




TYP. 


5.H. 


0.1 

































Side 2 



REFERRALS 



EMPLOYER 


POSITION 


DA I b" 


CONTACT OFFICIAL 


RESULT 


3 MOS. 
J^OLLOW UP 


* 6 MOS. 
FOLLOW. UP 














































t 





































NOTES: 
DATE 



CHECK WHICH APPLY: 

I I PART - TIME WORK 



□ 
□ 
□ 



FULL - TIME WORK 



TEMPORARY WORK 



SUMMER ONLY 



CHECK WHICH APPLY 



HAVE DRIVER'S LICENSE 



□ 
□ 
□ 



OWN CAR 



□ 



MOTOR BIKE 



HAVE USE OF FAMILY CAR 



PUBLIC TRANSPORTATION 



ERIC 



~ "^Source: Maury High" School , Norfolk /Virginia 
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Job Order Form 

the information ^nd qualifications necessary 
for a specific job opening are recorded on this 
form. It, is often sent to counselors and work 
study coordinators as well as being used by 
placement personnel. 

■V ■ 




JOB QRDlR form 



Sloe 1 



tMPtOYM 



tCLKFHOMB 



JOS 
OUTItft 



rcMroMiKO, 

OPKRATtD. 
WOMHINO 
CONOI. 
T10MS. 
•KILLS. 
KNOWLCOOK. 
ASlLITItS 



PHYSICAL 

RKoums* 

MtMTS 



o^eHiNos 



iNOUftniY cooc 



AOK RAHttB 



OCCUPATIONAL TITlt 



INPLOVKR'S JOS TITLS 
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NATK OP PAV 



MOUHS or WOrfK ^ 



CXPCRICNCC 



KOUCATIOH AHQ TRAlNINi^'^ 



MIRCCLLANCOUS nCQUJRtMCNTS 



OATC 



i INTCRVICWCn 



Side 2 



BaM of applicants rof earrad 


Reforrel by 


Date 


Ago 


Sox 


Crepoat 


HDC 


S^dsult 


Veor* 
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AKBOB - QBKOT: QCQHn JOB FlAGSKZEfl BOBftBTMBRr 
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Employer Survey Form / 
This survey provides needed Informatlqo 

• 7 

regarding th6 company, nature of business, 
characteristics of jobs found there, and the - 
willingness of the employer to cooperate with 
the placement service. 
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COBB COUNTY Fl'BLIC SCHOOLS 
EMPLOYEJ SURVEY 



SCHOOL 
PROGRAM 



DATE _ _ . 

(month) 

COMPANY NAME 
ADDRESS^., 
CONTACT PERSON . 

TELEPHONE 

TYPf OF BUSINESS 



19 



_ CITY 

TITLE 

BUSINESS HOURS 
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ZIP 



1, Ky^&aoFjo^iN^^ 

(M) (F) : : 

(M) (F) 1 

(M) (F) , _ _ 

. (M) (Fl ' ' 

(M) (F) • . 

(M) (F) V ' . 

2, AGE REQUIREMENTS: under 16 . . 
.3, WORK HOURS " 

4, WAGE RANGE . , „ „ 

5, ' OPPORTUNITY FOR M)VANCEMENT 

6, COMPANY BENEFITS: 

Insurance - Life 

Health 

Accident 

Paid Vacdtion _ _ 
Overtime Pay 

Parking 

Sick Lea/Q _ 

Paid HoIlrJays 

Other , _ : . 




'1 



SKILLS REQUIRED 



FULL/PART TIME 



(FT) 

(FT) 

(FT) 

(!^T) 

(FT) 

MFT) 



(PT) JL. 

(PT) 

(PT) _ 

(PT) _ 
JPT) 
"(PT) _ 



: 16-18 ^_ 

DAYS PER WEEK, 

HOURLY SALARIED 

YES ( ) NO ( ) 



over 18 



OVERTIME 



7. .WOULD THIS COMPANY HIRE: FT PT 



TEMP. 



High School Students 
High School Dropouts 
H. S, Co-op Students 
Handicapped Students: 

Mentally 

Physiciilly 

Bchaviorally 

Students under 16 
HS G|aduates 



8, WOULD THIS COMPANY PROVIDE: 

Resouruf? Peopio . 
Fif.Id Trips 

Job Exploration Fxpcriences (PECE) 
Co-op Training Stations 

9, COMMENTS 



YES ( ) 

YES ( ) 

YES ( ) 

YES ( ) 



NO ( ) 

NO ( ) 

NO ( ) 

NO ( ) 



Source: Cobb ^ounty Schools, Marietta, Georgia 

r 
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Forms color-coded to 
indicate area of city or county 
^in whicb employer located. 



Job Referral Card 

f 

This card accompanies each student to the 

r 

job interview. Prior to the job interview 
the placement personnel completes all data 
except the results of the interview. The 
employer fills in the results and, mails the 
card back to the placement officev- 




Back Side 



SCHOOL 


BOARD OF PINELLAS COUNTY. 
STUD€NT PLACEMENT SERVICES 
JOB REFERRAL dARD 


FLORIDA 


Applicant's Name 




^ Age 


Address 


City 


Phone 


Social Security No. 


Appointment Date 
/ / 


Time to Apply 


Company Name 


• " • 


Whom to See 


Address 


City X Zip 


Phone 


Applving for Position of: 




Referred by: 


School No. We shall be glad to discuss this applicant with you. 


Phone: 



Results of Interview: 
Hired 
2. Refused Job 
^ 3. Did not report to work 



4. Job Filled 

5. Not Qualified 

6. Other ^ 



Front Side 



FIRST CLASS 
PERMIT NO. 6225 
St, Petersburg, Fla. 



USINESS RE^f>LY MAIL 

No Postage Stamp Necessary if mailed in the Xlnited/ States 




PLACEMENT SERVICES j 
SCHOOL BOA.RD OF PINELL^S^^UNTY 
850 34th STREET SOUTH 
ST. PETERSBURG/ FLORIDA 33711 
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Utilization and Feedback Report 



\ 



These reports include how many use the 
services of the placement program, who they 
are (whether adult»^^rolled in night or 
special classes, students, graduates, 
early school leavers, employers, etc,)f ; 
and what type of service was provided for 
each who used the program. 



r 
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UTILIZATION AND FEEDBACK REPORT 



Classification oi Thow 
who use the service 
(students, graduates, 
drop-outs, eiployers, 
adults enrolled in • 
classes, etc.) 



In-school Students 



How Many? 



Type of Service 
or Specific 
Activity Provided 




Student 




' 8 
1 



Lon-iaKing' 
Goal-setting Group 



job Availability 



Resource Personnel 



lacement sfai 
School Counselor 



Placeoelit Staff 



Developed By: Project Staff,' Department of CounsVung and Guidance. Indiana University. 
Bloomington, Indiana 



Tiie Line 



w,eeks -once 
week Nov. 2-21 



one day 
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Weekly Placement/Follow-up Report 

Included in this report is a weekly tabu 
iation of the number of persons actually 
placed, where they were placed, and the 
results of referrals made. 



WEEKLY nACEMENT/FOLLOW-UP REPORT 



WSK OF: 




2. 



IT 



3. 



4. 



5. 



ERIC 



00 



Source: Akron-Summit County Schools, Akron, Ohio 



Exit Interview Format 

This form is completed hy all early 
school leavers upon their depart ur4. from 
school. It gathers such information as 
reasons for leaving , reactions towards the 
school, and future directions. 




SARASOTA COUNTY PUBLIC SCHOOLS 
EXIT INTERVIEW FORMAT 
ffo bm tiH9^ out bf th* iiu»nf*9wtt 



Student s Nnme 

Ptrmsnent Address 

Telephone 

1. Date of attendance at thiS:schoo). 



. School- 



.S.S.<^. 



. Ago- 



. Race- 



$!««« 

. Marital status- 



6aie entered 1_ 
Date withdrew. 



Grade level.^ 
Grade level _ 



Student's principal means b( support during this «chool year. 

p afPnK- relatives self-supporting 



-Other 



Whera is the student living at the time of his leaving school? — 
with relatives with spouse by themselves 



with parents 



4. Is the siudeni presently em^ioyed^ 



If affirmative, the firm's name and address and brief descrip||Hof duties 



_with friends 



Is the student presently seeking employment? 

If affirmative, what type. of employment? 

The student's long terrn career objectives. 

Student s reasons for leaving school 
military — 



-yes 



_iT»arjiage 



^ull-ttme employment 
.jxo longer interested 



.xnedical 

pregnancy 

^graduated 



.excessive absence 
.joverage for grade 



-involuntary 



-many friends quitting 
-educational goals 
completed 

-Suitable programs not 
available (please 
specify) 



8. As a whole how does the student feel about his experience at this institution?. 
^ike it very much' : — disliked it very much 



Jiked it pretty well 
-neither liked nor disliked : 



disliked it more than liked it 



Course that he felt to bn most beneficial to him. 
Course that he felt to be least beneficial to him. 



9. How could tbis "school have encouraged this student to remain in school?- 
joffer more courses or programs in^ 



-Offer more counseling services 

-give'Students more opportunity to participate in extra curricular activities 
-/educe cost of activites. supplies arid fees 
-provide more information about |obs and careers 
Ireduce-nhe^si/e of classes 

-Offer more opportunities to become involved in co-op programs 

-Other (please specify) 



10. Does the student plan to return to school in the near future? 
If affirmative, the type of program they plan to enter: 

return to this institution at a future date 

|uniQr college or two-year college 



-yes 



-Other program in the country 



jiight school 
-vocational-technical 

school 
-College or university 



11. Counselor assessment of the student's reason for withdrawal, if different from Ul. 



S:)urce: The School Board of Sarasota County 
Sarasota, Florida 



V 

FOLLOW-UP ACTIVITIES 

How effectively is the school system meeting it^^^stated 
objectives? Providing the answer to this question is the 
ultimate pur^se of the follow-up study- Follow-up is a tool ^ 
In the process of evaluation. - It is the impetus for change. 
The follow-up, used properly, benefits those for^ whom the 
school system exists - the students. 

What is follow-up? 

It Is a study c^efully designed to gain specific liEfor- 
jnation which is Relevant, and can be utilized, . Information 
is usually obtained throu^ a questionnaire, althou^ phone 
calls and interviewing are other alternatives, Hie study may 
be very short jtnd simple, or lenity and complex. A student 
follow-up survey may ask for hijji school data, such as; major 
areajt courses which wese helpful, current employment data, 
post-hi^ school education or tfaining,^"i^^ 

It is advisable to have the students self-address envelopes for 

follow-up before they leave school. At this time the importance 

of their response to the follow-up survey may be stressed. 

Employer surveys may ask for Information about the quality of 

the former student's work, adaptation to work, ability to work 

with others. The survey may be designed to collect whatever 

data is determined necessary, - -r - - 

The results have direct bearing on ^hese areas within the 

school system! . 

v;!. Curriculum - r 

2, Counseling and Guidance Services 
3t Placement Services 
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Procedurally, these questions must be asked: 

1, What type of information is wanted? From whom? 

2. How mi^t this information be used? What are the ob- 
jectives of the studyT » 

^ 3, How can this data be gathered? 

4. Has si^ttllar or relevant data been gathered previously 
at the state, level or locally? 

I 5, What type of instrument design would be appropriate? 

■ 6. Who will be responsible for designing the instrument? 

(> 7, Who will organize the distribution and collection of 
I. I the instrument? 

I I 

I ^8. How will the data gathered be processed? " 
9, What budgetary allowances must be made? 
10. Who will be included in the Interpretation of data? 
A cover letter should be prepared. In addition, a follow-up 
letter may be needed for those who do not respond to the initial 
-?3letter. It may be helpful -to plan to orientate all those- In-. - - 
; yolved with placement as to the significance of the follow-up 

study. Thus, prompt and serious attention will be given by any 
: population who is the target for a follow-up ?tudy. Careful 
organization of the follow-up activity will facilliate a smooth 
and efficient operation, as well as providing visible proof of 
accountability, 

;The data must be analyzed and conclusions drawn. Written 
reports of the study should be reproduced and distributed to 
various people who are involved In or interested in the placement 

49 



activities of the school system. Final ^ recommendation based on 
the study should be made by the staff Involved in the study, and 
presented to the Advisory Committee, Administration, Superintendent 
and School Board for further discussion and development of a ' 
final plan of action if one Is called for. The follow-up 
study *ln itself only provides Information. Pollow-THROUGH is 
the key to evaluation, progrsun development or curriculum change. 

The added bonus in follow-^p studies is their importance 
in public relations. The opportunity to condense suid publish 
the results of any study In 'local newspapers, PTA bulletins, ^ 
district newsletters, or announcements In community meetings ^ 
is not to be overlooked. It is convincing evidence to the 
community, business and Industry, parents and students, that 
the school system is responsible and responsive - Indeed, that 
it holds itself accountable. 
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Evaluation is an intre gal part of the educational program 
at every stage. Evaluation is often informal feedback which 
the school syst6n should encourage openly at all times. A 
formalized method of evaluation should, however, be undertaken 
regularly to discern the adequacy of the services provided. 

In planning an evaluation, these questions mi^t be asked: 

1. Who will be involved In planning the evaluation pro- 
^ cedures? ^ . ^ 

2. What; groups will participate in the evaluation? 

• ' ■■.■.■■*''.'•,■'.'■'■■•, ' . ^ 

3i will the evaluation be cajcried out? 

^. Whd\ will co^^ and determine the significance of results? 
5. What is to be accomplished by the evaluation? 
It is suggested that the develppment o^ the evaluation 
process refer^to\^e needs assessment as a focal point. 
What needs were expressed? 

How is the placement program meeting these needs?/ ^ ^ 

If needs are being met, the evaluation process is a positive 
reinforcement as well as proof of the v^ue of the program. 
If needs are not met, the evaluation process will identify 
those needs, and new plans can be made, again based on specific 
evidence that a change is indicated. 

It is also suggested that program goals and objectives 
^be considered in planning the evaluation. Thus, it may be , 
determined whether or not these goals and objectives were 
attained in the total program operation. 
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y.EVALUATION CHECKLIST . . ' . ■ 

• • ■ > ' ; . . ^ a- ^ 


Adequately 
> Completed 


Inadequately 
Completed 


In Profrress 


Not Accomplished 


57 


. Needs a^^ssm^nt conducted ' '.v 

. , , . i^^iX^ ■ • . 










D^p^l9^tJ 'communication p^^work of business and 












^CbpfelStcation established with school personnel— tearo^^rj 
y^^drfijiistrators, superintendent, school board ' 












♦ • Coordinated existing placement activities 












Contacted all youth regarding the placement program 
.0-^ /■ " V . -— 1- 












Services Affered to: 

"Si^sly school leavers 












i^^dult program enrollees 












In-school students 












Seniors 












Bnployability skills development offered 












~* ; . 1^ ' StBit. development provided 

_l i . \ i % 












Development and facilitation of apprenticeships, special 
on-the-job training opportunities and other student offerings 












Follow-through activities, such as post-emplojmient 
counseling, on-going reassessment of students and \ 
employer needs 






Ik 






Follow-up conducted 












J 

Plans for continue evaluation ' 













Developed bx^^^jWProject Staff , .Department of Counseling 
" \ and Guidance,' Indiana University, 
Bloomington , I ndiana 



52 



ERIC 



c 



•CO 



^ RESOURCES 

Herein indicated are some persons, institutions, and programs 
which can supply helpful, adequate information and materials regarding 
placement program organization and execution through ,the various 
developmental ancf progressive stages. The list is by no means intended . 
as an exhaustive listing of resources available to persons desiring to * 
establish a placement program within an individual school or centrally 
located to serve several schools within a school district/system. 
The list includes numerous model placement programs presently In 
operation. Also included are programs which ^re in the developmental 
stages. 

Douglas Patterson ' < ^ 

State Department of Education v ^ ^ VI 

State Supervisor of Research and Evaluation 
865 State Office Building 
Ifontgomery, Alabama 36104 



Sam Shippen 

Division of Vocational Education 
Alabama ^State Department of Education 
RIontgomery, Alabama 36104 

4. 

Norman Bloss 

Pima County Career. Guidance Project 
Suite 210 

2302 East Speedway 
Tucson, Arizona 85719 

Career and Educational Planning Program 
Pioneer Senior High School \ 
San Jose, California 95125 

Berta Hanley 
Dean, Student Services 
Community College of Denver 
1001 East. 62nd Avenue 
Denver, Colorado 80216 
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John Morley ^ 

Director of Pupil Services 

Farmington, Connecticut 0B032 



Wilma Macora. 

Director of Guidance ^ 
Simsbury Public Schools 
Williams Street 

Glastonbury, Connecticut .06033 

Joseph Constantlne 
.Director of Guidance Services 
Hartford Public Schools 
249 High Street 
Hartford, Connecticut 06103 

Patricia Landers - 
Directar of Guidance < 
Newington public Schools 
90 Welles Drive, North 
Newington, Connecticut 06111 

Viola Fraser, .Coul;^selor * 
Simsbury High School 
34 Farms Village Road 
Simsbury, Connecticut 06070 

Georgiia Dunkerman 
Director of Guidance 
Edwin O. Smith School 
University of Connecticut 
Storrs, Connecticut 06268 

Bertis E. Capehart 
Project Director 

National Association for Industry-Education 

Cdoperation 
School-Based Job Placement Services Project 
425 13th Street N, W. Suite 412 
Washington, D. C. 20004 



Bob Schognberg 
NACVE 

:425 13th Street N. W. 
Washington, D. C. 20004 
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J. D. Wiggins 
Sup^brvisot, Guidance 
Departmeixt-6f Public Instruction 
The Townsend Building- 
Dover, Delaware- 19901 

Jack Dale / 

Vocational Education for Career Education , 

Manatee Junior College 

5840 26th Street West ^ 

Bradenton, Florida 33507 

Laddie R. Williams 1 ' 
Alachua County School District * , 
3 80 N. W. 37th Street 
Gainesville, Florida 32601 

. John Wagner ^ ' 

Duval County School District 
1450 Flagler Avenue 
Jacksonville^ ^'lorida 32207 

Sherron 

Office of piacementT and :^llow-up Services ^ 
Dade County Public Schools 
1410 N.E. 2nd Avenue . 
Miami, Florida 33132 ^ 

James Preston . ^ 
Sarasota County School District 
2418 Hatton Street 
Sarasota, Florida' 33577 

k \ ^ 

Richard DiNoia ^ 

Supervisor,' placement and Follow-up Services 

Pinellas Cmy[ity School District ^ 

3230 9th Avenue South 

St. Petersbiyrg, Florida 33712 

Donald Darling 

Director, Pupil Personnel Services ' . , ' • * 

Florida Deijartment of Education. 
Tallahassee, Florida 32304 

Robert Lathrop 

Director, Career Educat±t>n Center 

and Curriculum' Lab 
Florida State University ' 
Tallahassee, Florida 32304 
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Jim Conkwright 

Consultant for Job Placement 

Guidance, Counseling and Testing Services 

Georgia- State Department of Education 

156 Trinity Avenue 

Atlantfi, Georgia 30303 

Fred L. Otte 

Department of Vocational and Career Development 
Georgia State University 
Atlanta, Georgia 30303 

Marie BSadray 

Job Placement Coordinator 
Wayne County High School 
Jesup, Georgia 31545 

Millie Steedley ^ 
Job Placement Coordinator 
Jonesboro Senior High School 
Jonesboro, Georgia 30236 

Farris Foresman 

Job Placement Coordinator 

Cobb County Public Schools^ 

A 11 good Uond 

Jtorietta, Georgia 30060 

Helen Smith 

Dire<:tor, Pupil Personnel Services 
Home City Schools 
Home, Georgia 30161 



Route 2, Box 249-A * 
Blackfoot, . Idaho 83221 

Dale Thornsberry 
Nampa High School 
203 Lake Lowell Avenue 
Nampa, Idaho 83651 



worth Bridges 
Dean, Student Affairs 
Modei Student Placement Project 
Abraham Baldwin Agricultural Co 
Tifton, Georgia 3179? 




Bert Nixon, Director . 
Bingham County Developmental Career 
Education Project 
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Charles A, Harkness 
Northern Illinois University 
DeKalb, Illinois 60115 

Peoria Public Schools District 150 
3202 North Wisconsin Avenue 
Peoria, Illinois 61603 

Connye Barrow 

Model Placement Center Project 
Triton College 

River Grove, Illinois 60171 ^ . 
Robert L. Gibson 

Department of Counseling and Guidance 
Indiana University 
2805 East Tenth Street 
Bloomlngton, Indiana 47401 

Marianne Mitchell j[ 
Department of Counseling and Guidance 
Indiana University 
2805 East Tenth Street 
Bloomington, Indiana 47401 • 

Division of Vocational Educatipn anA 
Division of Pupil Personnel Services 
120 W. Akr^et -Street 
Indianapolis, Indiana 46204 

S' ' - 

Riehard Wysong 

Northern Regional Services Center 
635 South Main Street 
South Bend, Indiana 46623 

Robert R. Ball 

Director, Career Placements Center 
1800 Grand Avenue ' 
Des Moines, Iowa 50307 

Leon Jepsen ^ 
Career Education Coordinator 
Fort Dodge Community High School 
Fort Dodge, Iowa 50501 
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Eddi^ Jackson 

Area^ Supervisor-Consultant * 
Division of Guidance Services 
Department of Education 
Morehead ROPES Office - Box 107 
Clearfield, Kentucky 40313 

Baltimore Placement and Follow-nip Program 
Baltimore City Public Schools 
Baltimore, Maryland 

Paula Shirk, Director 
Exemplary Placement Program 
Lenawee Vocational-Technical Center 
2345 N; Adrian Highway 
Adrian, Michigan 49221 

Frances Oldham ' d 

Placement Specialist 

Calhoun Skill Center 

475 E, Roosevelt 

Battle Creek, Michigan 49106 

Jack Martin 

Director, Placement Services 
Flint Community Schools, 
923 East Kearsley - 
Flint, Michigan 48502 

Wilbur J. Bolden 
Director, Student Services 
Kent Skills Center 
1655 East Beltine N. E. 
Grand Rapids, Michigan 49505 

Michigan Department of Education 
Placement Programs 
Box 928 

Lansing, Michigan 48904 



Joseph P. McGarvey 
Placement Consultant 

Vocational Education and Career Development Services, 
Box 928 

Lansing, Michigan 48904 
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Tom Willi, Director 
Exemplary Placement Projects 
Muskegon Intermediate School District 
1611 Oak Avenue 
Muskegon^ Michigan 49442 

Roy Wilbanks 

placement Director 

Regional Career Technical Center 

210 W. Cross Street 

Ypsilanti, Michigan 48197 

Anoka work Adjustment Center 
Anoka Technical Institute 
Anoka -Hennepin School District 11 
Anoka, Minnesota 55303 

Donald Spotts 

Work Experience Coordinator 
Centennial School District 
North Road 

Circle Pines, Minnesota 55014 

Ralph Johnson 
Minneapolis Public Schools 
807 N. E, Broadway 
Minneapolis, Minnesota 55413 

Fred McCormick 

Educational Management Services, Inc. 

4510 West 77th Street, Suite 150 

Minneapolis, Minnesota 55435 

Delores Pospesel 
.Consultant 

Minnesota State Department of Education 
St. Paul, Minnesota 55101 

Raymond Bell 
Guidance Department 
Mississippi Delta Junior College 
Moorhead, Mississippi 38761 

Norman Gysbers 
School of Education 
University of Missouri-Columbia 
Columbia, Missouri 65210 
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DeWayne Rakes , Dean 
Linn Technical College 
Linn, Missouri 65051 

Roscoe Gibson 

Statewide Aigri -Business Placement Project 
State Fair Community College 
1900 Clarendon Road 
Sedalia, Missouri 65301 



Al Weissman 

Director of Pupil Personnel 

Special School District of St, Louis County 

12110 Clayton Road 

Town and Country, Missouri 63131 
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Gary Bays 

School Placement Director 
Lincoln County High Schoo^l 
Eureka, Montana 59917 

... ' ' y 
Donald welsh. 
- ' Placement/T^low-'up Coordj^nat^ 
431 New Karen Rbad* t 
Albany, YCrk 12205 

\' : • / > ^ Betuard Wpjciik^ V 
' " ^ Placfement/Pollow-up Coord■i^ato^ 

, . V . ' 23^4 South Str^t Road '\ 
r " V^Hbu^n ,'^:^etv York 13021 • 

A jG^ald>tfoc^reiter ^ 
' '"^^ Warjren-Wasj^ingtop Centeiya * 
^ -'^\r V^.;Mein^Stre©t ' /^'"-. . 9' f . ^ 

\ Otto J.-^^feehi^^igC^, jTr. ^ i 

' '\ ^ Placemerr^5^dl,low-up tbprdlna^jDr 

. Route i ''f^'^^''^. . > 

' AX ^ Sidney Center, <^%f^ .York ISS/g-"^ 

> - Jiidy Smith ' > . ^ 

^ .I^l^cement/Follow-up Coordipator 

" * (?^rt Sl^V^e^. Road 

S , Syracuse,' New York 13206/ 
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William E. Mitchell, Director 
Job Placement Department 
Akron-Sumniit County Public Schools. 
482 Grant Street 
Akron, Ohio 44311 

Job Development' Program 
Bnployability Development Team 
Cleveland PubTi^ Schools 
Cleveland, Ohioj44101 

Ra3miond A. Wasil 

Director, Division of Guidance and Testi 
State Department of Education 
^ Columbus, Ohio 43215 

"Today" Educational Services, Inc, 
Job Placement and Follow-up Materials 
130 Notre Dame Avenue 
Cuyahoga Falls, Ohio 44221 

Hugh Coonf ield 

Director of Guidance Services 
Putnam City High School 
5300 Northwest 50th Street 
Oklahoma City, C»clahoma 73122 

Wendell Sharpton 
Assistant Superintendent 
Sand Springs Public Schools 
Sand Springs, Oklahoma 74063 

Kenneth Box 

Beaverton School District No. 48J 
P. O. Box 200 ' 
Beaverton, Oregon 97005 

Stan Gaumer 

David Douglas Senior High School 
1500 SE 130th Avenue 
Portland, Oregon 97233 

^ Robert McKee 

Exemplary Career Education Project 
Springfield School District No.yi9 
525 Mill Street. ^ 
Springfield, Oregon 97477 
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James P. Lewis 
Steven J, Franchak 
Research Associates 

Pennsylvania State Department of Education 
Harrlsburg, Pennsylvania 17126 

Henry Durand 

Director, Career Education 
McKeesport Area School District 
402 Shaw Avenue Building 
McKeesport, Pennsylvania 15132 

Barbara Domlngos 

Placement and Career D>evelopment Counselor 
Delaware County Area Vocational -Technical School 
6th' and Olive Streets 
Media, Pennsylvania 19063 

Jeanne A. Felght 

Information Specialist 

Job Entry Bnployment Preparation 

Vocational Education Information Network . 

Department of Educational Media 

Mlllersvllle State College 

Mlllersvllle, Pennsylvania 17551 

Fred Monaco 

Student Placement Department 
Pittsburg City Schools 
635 Ridge Avenue 

Pittsburg, Pennsylvania 15212 q 

Frances Wynham 
I)reher High School 
701 Adger Road, 

Columbia, South Carolina 29205'' 
Mary Smith 

Winyah Senior High School 
Box 697 

Georgetown, South Carolina 29440 

Perrin Powell 
Spartanburg High School 

DuPre I>rlve ^ 
Spartanburg, South Carolina 29302 
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Biilie McClendon 

Vocational Counselor for Placement Services 
Houston Independent School District 
3800 Richmond 
Houston, Texas 77027 

J. P, Wogney 
1 Placement Director 

Wl T. Woodson High School 
9525 Main Street 
Fairfax, Virginia 22030 

- ..W^.llborne Smith 

Director, Student Job Placement 
Carroll County High School 
P. O. Box 8 

HillsVille, Virginia 24343 

Philip A. Jakowiak 
Student Job Placement Service 
Maury High School 
322 West 15th Street 
Norfolk, Virginia 23517 

Student Placement Program 
George Wythe High School 
4314 Crutchf ield Street 
Richmond, Virginia 23225 

Placement Coordinator 
William Fleming High School 
3649 Cove Road NW 
Roanoke, Virginia 24017 
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XI. ANNOTATED BIBLIOGRAPHY 

"Advisory Committees: Organization and Use in Vocational and 
Technical Education^' prepared by Board of Vocational Education, 
1034 Outer Park Drive, Springfield, Illinois (Bulletin No. 7- 
1701) 

^ Suggestions regarding size, "scope, and utilization of advisory 
committees as an important part of program development and 
operation are given. 

Alabama Department of Education, Mobile County and Phenix 
City Research and Development Project in Career Education; 
Final Report. Montgomery Division of Vocational Education, 
August, 1973. 

Covered ;ln the report are such aspects as leadership training, 
placement, counseling, instruction, managepent,- community 
involvement, dissemination and evaluation and other elements 
^ of the career education programs developed and implemented 
in Blobile County and phenix City School Systems. 

Anderson, Grady L. and Richard J. Riordan. Georgia Guidebook : 
Job Placement Services . Division, of Vocational Education, 
Georgia State Department of Education, 1971.. 

The manual presents a "how to" organizational and operational 
plan for job placement including developmental activities, 
individual and group work activities and follow-up and 
evaluation. Also included are suggestions for and examples of 
materials and employability skills teaching. 

Buckingham, Lillian, "job Placement as a School Program", 
American Vocational Journal . 3, March, 1972, 63-64. 

Job placement is viewed as a necessary element in the total 
school program. > J ' 

Capehart, Bertis E. (Project Director). Training Manual: School- 
Based Job Placement Program for School Age Youth" National 
Association for Industry-Bducation Cooperation, 425^ 13th Street* 
- HW Suite 412, Washington, D. C. : National Advisory Council on 
Vocation^ Education, January, 1975. 

The School-Based Job Placement Project under the directorship 
dl B. E. Capehart offers a training manual for officials 
responsible for establishing and conducting a school system- 
based job placement program. 
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"Career Education: A Merging of Academism and Vocaticual i . " 
Bliick Collegian , 1^, September-October, 1973, 

When numerous career education programs across the United 
States were reviewed, placement and follow-up were found to 
be important componelits, = 

Career Education in Newark; A Report of the Survey of Career 
Education in the City of Newark, New Jersey . Volume II, 
June, 1973. 

This volume contains twenty-nine appendices whicli include 
drop-k)ut statistics and a "follow-up of graduates' employment. 
A Job needs suWey including nine tables giving supply- 
demand data is also included. 

Copa, George and Donald Irvin. Status of Former High School 
Students; Procedures for Local Assessment . Report of First 
Pilot Test, Donald Minnesota Research Coordinating Unit for 
Vocational Education, Minneapolis, Minpesota, August, 1973. 

The results of a pilot study for assessing the education 
and employment status of former high school students are 
reported. A procedure was designed for use by schools 
wishing an assessment of former student^. 

Crossland, Fred E. "Student Careers and the 70 *s" Journal of 
College Placement , 3, February-March, 1970, 30-34. 

» 

The article discusses challenges and opportunities in s-the 
placement profession which result from educational, and social 
change. A reexamination of old issues and new educational 
^aspirations is suggested. 

'-Establishment and Implementation of AK-12 Career Guidance and 
job Placement Program" Delaware Occupational Vocational 
Education Model . Delaware State Board of Vocational Education, 
July, 1973. 

-A. * , 

Activities and procedures for programs of career guidance and.^ 
job placement are described in*ftlation to overall career 
education concepts. Considerable enqshasis on the personal , 
characteristics, training required, and necessary skills of the 
coordinator is given. 



Follow-up Study; Non-Academic Attrition at Bucks County 
Community College, 1965-72 , Office of Institutional Resea!rch, 
Bucks County Community College, Newton, Pennsylvania, 
August, 1973. 

This follow-up study examines the educational and employment 
patterns of students who withdrew from Bucks County Community 
College, Student reactions were al^so evaluated in order to 
improve the college's programs and services. 

Praenkel, William A. How to Get a Job; A Handy Guide for 
Job Seekers . President's Committee on Employment of the 
Handicapped, Washington, D. C, 1972. 

Ganschow, Laurie. Case Studies %u Practical Career Guidance ^ 
#1. Palo Alto; ^ American Institute for Research in the 
Behavioral Sciences, June, 1973. 

The Baltimore Placement and Follow-up Program, Baltimore 
City Public Schools, Baltimore, Maryland is described. The 
following areas are discussed: goals, population served, , 
facilities, student activities, materials, community 
jupport, and staff members and the^r responsibilities. 

Glngerich, Garland E. School -Based Job Placement Services 
Model;" Pl\ase I, Planning . Harrisburg ; Pennsylvania . 
Research Coordinating Unit for Vocational Education, June, 1970. 

Guidelines for the implementation of* a school-based Jol^^acement 
system in the State of Pennsylvania are given. CompoaW MM of 
the model discussed include: over-all educational sy^^^f . 
cooperation between the educational system an^ the Bureau of 
Bnployment Security in matching students with eraplojmient 
opportunities, follow-up of students, and feedback or 
Valuation to provide input for program improvement. 

Holland, John L. Some Practical Remedied for Providing 
Vocational Guidance for Everyone , Baltimore: John Hopkins 
University, Center for the Study of ^6c±b1 Organization of 
Schools, October, 1973. 

.Hopkins, Laurie. Case Studies in Practical Career Guidance, #13 . 
San Jose; American Institute for Research in the Behavioral 
Studies, June, 1973. . 

The Youth Career Action Program in San Jose, California is 
designed to help those hard-to-place young people who are 
und^reducat d, economically disadvantaged and have little 
concept of y/ork and employer expectations. It works in 
conjunction with the secondary school in the district. 
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"How to Get and Keep the Right Job" Carnation Company, Public 
Relations Department, 5045 Wilshire Boulevard, Los Angeles, 
California 90036. 

' Wfe pamphlet, which is available free in both, English and 
Spanish, offers job tips regarding the "do's" and "don'ts" 
of various aspects related to job seeking and retention. 

Jeanroy, Donald L, "Junior and Community Colleges: What 
are Theifo Placement Needs" Journal of College Placement, 
4, April-May, 1970, 99-100, ' 

The results of a survey regarding the needs of growing two- 
year colleges are discussed. A regional placemient office is 
suggested as an effective and economical way of providing 
placement services. 

Jones, Brian G. Planning, Structuring, and Evaluating 
Practical Career Guidance fol* Integration by Non-College 
Bound Youth , Palo Alto: American Institute for Research 
in the Behavioral Sciences, June, 1^73, 

Thirteen guidance programs are analyzed according to 
whether they emphasize vocational choice, vocational 
development, employability development or placement and 
follow-up, A model is provided for systematic planning, 
structuring and evaluating career guidance,' counseling, 
and placement with emphasis placed on self -concept in 
vocational development. >0 

Jones, Charles B. A Systems Approach to Placement and 
Fdl low-Up . Available: University Microfilms, 300 North 
Zeeb Road, Ann Arbor, Michigan 48106, 1973, 

it 

The report includes a description of a computer model for 
placement and follow-up which utilises a systems approach 
for development and implement^(^on. 




Kirk, Henry P, "Br|fnging Counsellbc and Placement Together" 
Journal of College Placement, 4, April-May, 1971, 44-49, 

California State College at Los Angeles has merged the i 
career counseling efforts of the Counseling Service and 
Placement Service in their new Career Development Center. 
Specific services are discussed as well as the. rational for 
the merger, ^ 
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Lathrop, Robert. Placement and Follow-Up Resource Notebook . 
Tallahassee: Career Education Curriculum Lab, Florida State 
UniveraUt y , 1975 . . 

The Career Education Center at. Florida State University hfts 
produced* a helpful guide of resources which would be an asset 
to anyone just* beginning a placement prograni or who has a 
well-established one. ' 

A Manual for Guidance Personnel in Occupational Education . 
Publications Distribution Unit, New York State Education^ 
Department, Albany, New York 12224, 

Guidance personnel's role in occupational education and 
its related aspects are explored, • 

Nuckols, Troy E. and Tony Lanfri, Career Planning an d 
. Plj^jcement' Center Program; Program Design and Management 
System . San Mateo Union High School District, Career 
Development P!rogr am Office, 400 Murchison Drive, Millbrae,^^ 
California 94030, 1972. 

T^e publication incorp6rates program development aspects 
and procedures with comprehensive goals and functions of the 
career planning and placement program in operation. 

Pate, Robert H, ,Jr. "Placement and Follow-Up ; What Role in 
the Guidance Program?" High School Journal ^ 4, January, 1971, 
287-295. 

A review of recent texts indicate that agreement on the 
location .of placement and follow-up in the guidance services 
is not common. Trends, issues, and current practices related 
to placement and follow-up are presented. 

Robb, Felix C. "The Three P's - Preparati()n, Placement and 
Performance" Journal of <;ollege Placement , 3, February- 
March, 1971, 28-34. 

.Transformation o^ the placement office on college and 
university campuses into a "Career Development Center" 
where students would explore careers using computerized career 
information is recommended and discussed. Ehiphasis is placed 
on getting Jobs through planning and choice, rather than 
chance as is often the case. 



Rosen, Howard, "Recent Findings Underscoring the Need for 
Linking Counseling and Labor Market Information"- American 
pei^onnel and. Guidance Association, Washington, D. C: 
Manpower Administration, April, 1971, ^ 

Initial indications of a five-year longitudinal study on 
the labor marlUft experience of four groups of the population 
who face particular problems in the labor faarket are 
presented. Findings indicate a need for school counselors 
tp take a m re realistic view of market trends and to assist 
students to understand them, 

Salomone, Paul R. "A Client -Centered- Approach to Job 
placement" Vocational Guidance QuarterJ.y , 4, June, 1971, 
266-270. 

A client -centered approach for placement of handicapped 
persons is proposed. The responsibility is placed on the 
client with direction from counselors who must be optimistic 
that tlte client will get the job. ^, vy;. 

Seymour, Wolfbeid, "Seven Signs for the Seventies" Journal 
of College Plfacement , 1^, October-November, 1970, 23-27. 

New demands for placement result from the greater geographical 
and, job mobility, as well as the faster technological pace. 
Forces such as technological, occupational, educational, 
and manpower challenges are discussed, 

Wasil, Raymond, "Voc-Ed Grads Land Jobs Through District 
Placement Office" School Shop , 4, December, 1973, 31-32. ^ 

Suggestions for an efficient system in the placement of 
vocatipnal education graduates is presented. Th^se 
suggestions are based on the operation of the Akron-Summit 
County Job Placement Department , Akron, Ohio. 

Wilson, John A. ^'placement and Follow-Up: Aids in Evaluating 
Accountability of Vocational programs" Agricultur al Education 
Magazine,. 4, October, 1971, 98-99. 

placement and follow-up are seen as possible practical * 
approaches to evaluating the various vocational education 
programs. 



